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Introduction




Course Objectives
At the end of this course you will be able to:

* Log on/log off HRMS

Use different HRMS screen elements

Describe the organization of functional areas in HRMS

Understand the different types of HRMS fields

Customize the appearance of HRMS

Describe HRMS system messages




Launching HRMS
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Logon Procedures
= | ocate and double-click on the

(SAP Logon icon) on your desktop

=Select one of the following based on

your agency access:

*01-HCM Production (non-single

sign-on agency)

=02 — HCM Production SSO

(single sign-on agency)

State of Washington

[5 SAP Logon 730

Log On  “atiahle Logaon... D & ﬂlE B. ?

+ [J Favorites
+ [J shortcut
+ [J Connecti

MHarne 2]
L *****Current HRMS Systams®*++*

[ 00 - ===[Human Capital Management]=...
1§01 - HCM Production
502 - HCM Production: S50




Logon Procedures for Non-Single -

sigh on Agencies

= | ocate and double-click on the

(SAP Logon icon) on your desktop

¥

=0 |!.|_uup_u||.|=%4|_i_j

»Select the following to access the

SAP Easy Access screen.

=01 — HCM Production

State of Washington

[c= SAP Logon #3230

Log On Wariakle Logon... D & ﬂ [ E RES ?

+ [J Favarites | Name -
« [ shortcut | B3 *****Current HRMS Systems*+*+* -
+ [ Connecti | G300 - ===[Hurnan Capital Management]=...

[i:01 - HCM Production
5502 - HCM Production: S50




Logon Procedures for Non single single-sign
on Agencies

There are Three are required ey Sz Mol

||:n- III:'
hle
fields for non single sign-on. | & ﬂ & S RERR e

= Validate the Client Number SAF SAP
(defaUItS) IE Mew passward
= Enter your User (id) g—g Client 700
= Enter your Password User |
Password R R R ._ :

= Click & (Enter) or press
Enter on your keyboard.

Language

??TT???‘

State of Washington



Changing Passwords

As part of the security process, when you first log on to in HRMS, the
system prompts you to change your password.

A generic password is given to you the first time you access HRMS.
When you log on for the first time, you need to change that password.

* In the New password field, enter a New
password of your choice

* In the Repeat password field, re-enter
your New password

. Click ¥ (Enter)

| Important Password Guidelines:

Your password must be 8 characters. It must contain at least one alphabetic
letter (A-Z), one numerical character (0-9), and one symbol (e.g. $%"&).

B

NEW Passwurd LA A A AR R AR RS EREREREEEEEEREREEEEE SRS

Repeat paSSWDrd LA A A AR AR RS R R SRS EEEEEEEEEER R SRS

Entry is Case-Sensitive

State of Washington



Logon Procedures for Single single-
sigh on Agencies

= | ocate and double-click on the

(& SAP Logon 730

Do ats ¥

Log On  Variable Logan...

(SAP Logon icon) on your desktop

+ [J Favarites | Name i =
+ [J shortcut | B *****Currant HRIMS Systems***+* -
+ [J Connecti | B 00 - ===[Human Capital Management]=...
@ 701 - HCM Production
02 - HCM Production: S5O
=S (Ll () =] .

=
| Ienu  Edit Favorites Extras  System  Help

| @ 1 IH I Cea | 2 HE

SAP Easy Access screen. SAP Easy Access
| Me
*02 — HCM Production SSO b I Favarites

= 29 SAP menu
(1 Office
(3 Cross-Application Components i
(7 Logistics '
(3 Accounting

(3 Human Resources
(3 Information Systems
(3 Tools

»Select the following to access the

=

(single sign-on agency)

R e

State of Washington
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HRMS Screen Elements

Command
Field

Menu Edit Favortes Extras  Systerm  Help

D AE A 2 H
SAP Easy Access <

(] ]| ] l] ]|

P (3 Favorites
= £ SAP menu
I (3 Office

I (3 Cross-Applicatic
< I (3 Logistics
SAP Menu Tree > (3 Accounting
I (J Human Resour

b CJ Infarmation Syst !
b (J Tools

Status bar Main Body

| ) — £
b | RPO (1) 700) BE| SSVDBHRPECC [OVR | | 7

=

State of Washington
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Standard Toolbar Buttons

Button View Description

Enter & The Enter button validates that required fields have

button been entered before continuing to the next infotype.

Save The Save button stores changes in the system.

button =

Back & The Back button navigates to the last page you were

button on prior to the transaction you are currently in.

Exit @ The Exit button navigates out of the transaction you

button are currently working in and back to the SAP Easy
Access screen. All unsaved data is lost when using the
Exit button. You will get a warning to save your data.

Cancel & The Cancel button navigates out of the transaction you

button are currently working in and back to the SAP Easy

Access screen. Like the Exit button all unsaved data is
lost when using the Cancel button, however, you do
not get a warning to save.

State of Washington




Standard Toolbar Buttons
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Button

View

Description

Find/Find
Next buttons

) (2

The Find buttons allow you to find specific words within the
screen you are currently on.

New Session
button

The New Session button creates a new session.

Local Layout
button

Lg

The Local Layout button allows you to customize the way
your HRMS desktop version looks.

State of Washington



Application Toolbar

Button View Description

Add to The Add to Favorites button allows you to add frequently used

Favorites r{il:_l transactions and website links to your Favorites folder.

Execute @ The Execute button triggers the processing of transactions, e.g. New
Hire action, processing transactions, or running reports.

Display & The Display button will allow you view a specific record in an infotype
when selected.

Overview I The Overview button shows a list of records created for an infotype

s

State of Washington
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Status Bar

The Status Bar displays at the bottom of the screen. This is
where system messages are displayed. Examples of system
messages are: Error, Warning, Information.

| Toggle button displays/hides the information
on right side of the Status Bar

!

|@ Entry is too lang far the field | PAZ0 ssvdbhriecc | INS o
Displays messages: Displays the current
v Errors system and database
. |
v Warnings Displays Insert (INS)
v" Informational or Overtype (OVR)

mode

State of Washington
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Let’s Review!

[ EE
I fenu  Edit Favorites Ewtras  System * ﬁ SAP
|e @ ﬂlﬁﬁ%lgfﬁ][ﬁ@i"‘ —= =

|dentify the SAP Easy Access Menu Bar
name for the =] l S #8772, Exit Button
highlighted item g
and fl” In your . gggcsi—mplicati[ '
course guide.

(7 Logistics

(3 Accounting ;
(3 Human Resourc |
(3 Information Syst
(J Tools

3. SAP/HRMS ‘
‘ Menu Tree

o v v

4. Enter
Button

I'
E denu  Edit  Eawvorites Extrad

E 7

= {. Status

. Bar

> | RPO (1) 700) B| SSVDBHRPECC | OVR | |/
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Key Terms °

Key Terms that you will use and become familiar with in HRMS Basics.

Term Definition

Transaction A process that an end user performs to complete a business task,
such as displaying employee information.

Each transaction is assigned a transaction code

Transaction Code A code that provides end users access to the initial screen of a
transaction, or specific area of HRMS to view business related
information and/or to perform business related tasks (based on
assigned roles).

Infotype Screens within a transaction in which specific criteria is entered
into individual employee files or records. An example of an
infotype is ITO007, (Planned Working Time) — this displays the
selected employees work schedule.

Matchcode A dropdown list of possible entries for specific areas of an infotype.
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HRMS Content Organization

Transaction (folders) Infotype (documents)
Display HR Master Data ‘ Personal Data (0002)

(PA20)

Functional Areas (drawers)

« Payroll

 Personnel Management

« Time Management

« Organizational Management

State of Washington



SAP/HRMS Menu

The Human Resources folder
has six folders. Each folder is
associated to a different
functional area.

For HRMS end users, access to
folders are based on role
assignment.

State of Washington

18

=] 3 =
Menu Edit Fawarites Extras  System  Help
¢ 2[00 Sae 2

SAP Easy Access
| 0 =0 ) |

(] Favorites
= & SAP menu
I [(J Office
I (I Cross-Application Components
I [(J Logistics
' (3 Accounting
=~ &3 Hurmnan Resources
2 PPMDT - Manager's S
I (J Personnel Management
I (3 Tirme Management
B O3 Payroll
I (J SAP Learning Solution
I (J Training and Event Management
I (3 Organizational Management
b (O3 Information Systern
(3 Infarmation Systems
(3 Tools

Z

I | SESSION_MANAGER [El| ssvdbhrtecc | INS |




End User Roles

HRMS end user roles determine the functional areas when using
the system.

A person may be assigned one or more roles, and
roles can be assigned to one or more persons.

Questions and concerns regarding passwords or
access should be directed to your agency Security
Administrators.

State of Washington

19



HRMS Menu
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I (O Personnel Management
I (O Time Management

HRMS roles are categorized into four major P (3 Payrol

functional areas. The table below identifies

the roles within each folder.

I (J Organizational Management

Functional Area (folder)

Roles

Personnel Management

Personnel Administration Inquirer, Personnel Administration
Processor, Personnel Administration Supervisor, Payroll
Inquirer, Payroll Processor, Payroll Supervisor, Payroll
Analyst, Payroll Supervisor, Garnishment Administrator,
Time and Attendance Processor, Time and Attendance
Supervisor, Time and Attendance Inquirer, Organizational
Management Processor

Time Management

Time and Attendance Processor, Time and Attendance
Supervisor, Time and Attendance Inquirer

Payroll

Payroll Processor, Payroll Analyst, Payroll Supervisor,
Payroll Inquirer, Garnishment Administrator, Time and
Attendance Processor, Time and Attendance Supervisor,
Time and Attendance Inquirer

Organizational Management

Organizational Management Processor

State of Washington




Basic Navigation
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Accessing Transactions

A transaction is a set of
processes used to complete a
business task, such as
viewing employee
Information.

There are two ways to access
transactions in HRMS.

= SAP Menu
or
= Command Field

State of Washington
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=
Benu

Edit  Eavorites 2 Helo

le

== COmmand

SAP Easy Access

-1 O w
Field

(8= &l Bl )L

b3
b3
b3

v 3

(3 Favorites
= 5 SAP menu

I [J Accounting

| SAP Menu
ffice

Cross-Application Componer
Logistics

Human Fesources

b
b
b
b
b
b
b

b

b3

2 PPMOT - Manager's Desktop

(3 Personnel Management

(3 Time Managerment

CJ Payrall

(] SAP Learning Solution

(J Training and Event Management
(3 Organizational Management
(3 Information System
Information Systems
Tools

o

ree
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SAP Menu Tree

The SAP (HRMS) menuonthe  [F.. o e cume s tor 2o 00, |
SAP Easy Access screen |o 2 AH @B a
allows you to navigate to SAP Easy Access
transactions within HRMS. GBI | & | & E ] ][]
(] Favorites

Each transaction in HRMS is = P AP Menu Tree

assigned a transaction code. v oome L G
) Cross-Application Components D e W MR, T
These codes provide you > Q3 Logstis R
. Y n ags ccounting
access to a transaction’s initial = £7 Human Resources
£ PPMDT - Manager's Deskiop
screen. = €3 Personnel Management
. = & Administration
(" Transaction codes can be ) > CHR Master D ! : .
HEREE - I: 2 PAAD - Personnel Actions . e,
initiated by double clicking a & PASD - Maintain HR Master
folder until the “cubes” display pra-Diley
indicating transactions. This is 9 PATD - Fast Entry Data |
kcalled the ‘drill-down’ method.) W Reli R L ALLE Transactions
I (3 Tools
I (7 Settings

[ [J Recruitrment
I (J Personnel Developrment
I (1 Benefits

| SESSION_MANAGER PFl| ssvdbhrtece |INS | | 2

State of Washington
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Command Field Navigation

The Command field is located
on the Standard Toolbar.

Use the Command field to
enter transaction codes
directly. Each HRMS
transaction is assigned a
transaction code.

These codes provide you
access to the transaction’s
Initial screen.

State of Washington

=
Menu Edit  Eavorites Extea

|G P P= -ommand Field
SAP Easy Access

D= B

3 Favorites:
= 21 SAP menu
P (3 Office
[J Cross-Application Components
(] Logistics
(3 Accounting
3 Human Resources
(3 Infarmation Systems

[(J Tools

e e

Z

I | SESSION_MANAGER [El| ssvdbhrtecc | INS |




Command Field Navigation »

» To navigate to another transaction from the transaction you are
currently in, type /n followed by the desired transaction code in
the Command field.

* /n closes the transaction you are currently in and opens another
one.

= Caution - save changed data prior to going to a another transaction
when using this function as any unsaved data will be lost.

» |f you access another transaction using “/n” you cannot return to
your original transaction by using the Back button. Using the Back
button, will return you to the SAP Easy Access screen and unsaved
data is lost.

[=
‘ HE master data  Edit Goto  Extras  Utilities  Settings

‘ﬁ' /pa2l) 1 A EH I GEe | 2

State of Washington



Command Field Navigation (con’t) »

» To keep a transaction open that you are working in, and open
another session click the New Session button [z].. This opens
another session without ending the current transaction you are
working in.

* You can also open a new session by typing /o followed by the
transaction code in the Command field.

= You can toggle between opened transactions to view data. You
can have up to six (6) transactions open at once.

=
‘ HE master data Edit Goto  Euxtras
‘ﬁ' fopaZll ]

State of Washington



Command Field

The Command field has
a toggle feature which
can hide or unhide the
field.

d]

To hide the Command
field, click the small

Navigation (con’t) “

= =N
HRE master data Edit Goto Extras  Utilities FE]

& An Y &G @ O LB
Maintain HR|Master Djata
A FE |

| |
The arrow will point |left
when the command field is
displayed.

white arrow just outside

i =4 =@
of the Command field HE master data Edit Goto Extras  LHilities LEl

EI@@EIQ[H][%I%‘E@@IDEI

box. F &

[

Maiptain HR Master Data

Do the same to unhide | O

Al DB

the Command field.

The arrow will point right when the
command field is hidden.

State of Washington



HRMS Activity

Navigating using the HRMS Menu
Activity

28



Review

1. Identify the four major folders on the HRMS menu.

HR Master Data

®o0 oW

2. What are the two ways to access a Transaction
Code?

Command field

Menu drill down

State of Washington
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Personnel Numbers

30
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Personnel Number

Once you enter a transaction code you need to enter a
personnel number for an employee.

The personnel number:

v

<

State of Washington

is generated during the new hire process (unless an employee is
returning to state employment).

Always search in HRMS prior to creating a new personnel number.
is automatically assigned to an employee.

allows for employees to have a unique identifier other than the social
security number.

is sometimes referred to as a “prnr”.

IS never repeated.
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Personnel Number Search

=
1 | HE master data Edit Goto Extras  LUtilities  Settings  System  Help
Use transaction code PA20 E et DRk OLOETE

1) Click on the [} (Matchcode) Display HR Master Data
.
2) CIle the | Last name - First name ool
(Last name — First name) tab 7]

- |

3) Enter the employee’s last . .
) ploy Note: You can search by Social Security

?alr;\e and first name in the Numbers (SSN) by selecting the
Ielas ‘Personnel ID Number’ tab. Enter the

4) Click |#|(Start Search) SSN in the ID field.

III? Fersonnel Mumber (2]

v Lazt name - Firzst name Ferzonnel ID Mumber Organizational assigrl

Last name I | I

First name I I

State of Washington
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Personnel Number Search (con’t)

I@Persunnel Mumber (1] 1 Entry found

Last name - Firgt name Personnel [0 Mumber f Organizatior

=

5) The results will display, click on
the appropriate employee name _
(Se ec erecoraorc OICG) Last name |First na...|Ti...|Birth date |Pers.No. |Start Date |End Date

. — ACKERSOMN|SLUE 114191960 40000186 111941960 12/31/9995
6) Click |#l(Copy) to accept

Fersonnel no. 40000186

Marme ACKERSON SUE

PersArea (2360 Dept of Labor & Industries EEGroup |0 | Permanent

Fsubarea OOHA | WFSE Agencywide EESubgroup 05 H-OT Elig=40hrsfls  Status  Active

: Note: The Personnel no. pop-up box may
7) Click v (Enter) to populate the list several names. If you are searching for

employee’s information into the 5 common name such as, John, HRMS wil
Screen return a long list of names. To identify the
correct John, use the employee’s birth date
in the Start Date column to identify the
correct record.

State of Washington



Alternate Search Methods

Use this search method if the Social Security is all that is
known. Or in the case of a common name that will return
multiple results. (ex: Johnson)

Social Security Number

* In the Personnel no. field type =c.. followed by the
Social Security number (no dashes)

* For example type =c..500101137 and click |

(Display) to view the employee’s record.
||z:-

HE master data Edit Goto Extras  Utilities Zettings System  Help

| & 3l A0 I C@Q CHE DDA
2| Display HR Master Data
Syl 2

Fersonnel no. =c. . 5OUOT137
F..|| Mame ACKERSON SLUE

34



Alternate Search Methods (con’t)

Search by First Name

In the Personnel no. field type =.. followed by the first name

of the employee.

Example: The employee’s first name is George. Type
=..George and click
with the first name “George” will display.

Search by Last Name

& (Display). Alist of all employees

In the Personnel no. field type = followed by the last name of

the employee.

Example: The employee’s last name is Ackerson. Type

=Smith and click

Gy

(Display). A list of all employee with

the last name “Smith” will display.
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Alternate Search Methods (con’t)

Use an asterisk * as a Wildcard

If you know the first letter of the last name (or first name) but
are unsure of the correct spelling, type in the first letter or
two followed by an asterisk (*). Alist of names starting with
these letters will be displayed.

Search by the middle part of a name

The wildcard (*) can be used in many different ways. At
the beginning of a name, at the end of the name, in the
middle of the name.

Examples: *ale = Dale, Gale, etc.
*u* = Sue, Julie, Justin, Nguyen
pete* = Peterson, Petes, Petersburg




HRMS Activity

Searching for Personnel Numbers
Activity

37



Accessing Infotypes
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Accessing Infotypes

An infotype Is a screen within a transaction in which employee information

Is displayed or maintained.

Infotypes are organized under tabs. For example; the Addresses infotype
falls under the Basic Personal Data tab.

Famiky/Felated Person

39

Basic Perzonal Data ! Fayroll ~ Benefts  Time Recording  Addtl. Personal Data i OE
Infotype text Exists | | Feriod
Actions v | [*]|| @Period
Organizational Assignment o (] From To
Personal Data o O Today O Curr.week
Addresses o I O Al O Current maonth
Flanned YWarking Time L (O From curr. date O Last week
Basic Pay o e pum
Contract Elements o O T|p:
Date specifications o =]

[~]

]é Use the Scroll arrows| 4| ¥ | *E|t0

navigate through the all the tabs.

Direct selection

Infotype

Use the scroll arrows to navigate the

State of Washington

list of infotypes.[«I[»* [ 1 KN




Accessing Infotypes (con’t) ®

To access an infotype after you have entered the personnel number,
choose one of these methods:
Method # 1 - Click the box left of the desired infotype text

Method # 2 - Use Direct selection by typing in the specific infotype name
or number

Basic Personal Data Fayraoll i Benefits q Time Recarding ( Addtl. Personal Data ||| |I| =
Infotype text Exists | | Feriod
Actions v [+l | ®Period
Organizational Assignment o E‘ From Tao
Personal Data v | | OToday O Curr.week
AOdresses v O Al O Current manth
Flanned ¥Working Time v O From curr. date O Last week
Basic Pay o B - e '
EamiEEt Bl s v Infotypes with a green checks next to
Date Specifications v E them indicate (generally) that information
Family/Related Person has been stored. (The Time Recording
ﬁ—mect o tab is an exception.)
Infotype STy

State of Washington



Accessing Infotypes (con’t)

Method # 1

Click on the box to the left of the infotype text and then select the ¢ (Display)
icon to open the Personal Data infotype for that employee.

Fayrall

Basic Personal Data

= HE master data Edit Goto  Extras  Lhilities
Infotype text
Actions & =] & &
Organizational Assignment 8| =) Display HR Master Data
Personal Data:
Addresses ‘E
" |Planned warking Time

Method # 2

Type the infotype number or name in the direction selection area and then select
the & (Display) icon to open the Personal Data infotype for that employee.

=

41

&

State of Washington

Direct selection HE master data Edit Goto Extras  Utilities
Infotype Personal Data STy
& a4 EH[&E
Direct selection @@= Display HR Master Data
Infotype ooz Ty




HRMS Activity

Navigating with Infotypes
Activity

42



Types of HRMS Fields
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Types of HRMS Fields

A field is composed of a field name and field data. The field
name describes the field, while the field data provides specific
Information that you either view or enter data.

=

‘ HE master data Edit Goto Extras  LMtilities  Settings  System Help

| & 200 e EHE D00 AR @B
@z| Display HR Master Data
Sl |

Elpersnﬂnel no. | |46000186

Field Name Field Data

State of i

Washington



Types of HRMS Fields

1.

Active field is the field your cursor is |=

Default fields contain data
automatically.

Display Only fields provide
information and cannot be changed.
Display fields are grayed out.

Required fields must be populated
with valid data before moving on to
the next screen.

Optional fields are not necessary to
complete or to continue to the next
screen. Your agency may require you
to complete some optional fields.

State of Washington
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: . iotvoe Edi Gotn Exiae Syctem He
currently in and is highlighted yellow. |&nnhfpe t Goto Extras System Help

2 dH Q@ I EHE DD 4a8|

Create Actions (0000)

=

IR change o gm—m

Pers.Mo. E

Start ™

o [12/31/9998 | <— DI ILE

Personnel action

Action Type
Reason for Action
Reference Pers. Nos.

New Hire <—SBIIS{olF\YA®I1\Y;

™

Status
Employment

ACtive

Organizational assignment

Fosition

Fersonnel area
Employee group
Employee subgroup

g8 Required

s Optional



System Messages
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HRMS System Messages

There are four different types.
= Error messages*

= \Warning messages*

* |Information messages*

= ZAlert messages

47



Error Messages
Error messages indicate an issue with the data entry..

State of Washington

= [f an error message appears, HRMS does not allow you to

continue until you correct the error.

» System messages are indicated with an icon that identifies the

type of message.

* The error message is indicated by a red stop sign. Ared circle

with an “X” appears on the status bar.

IErrn:ur

Fillir all required entry fields

v 0K @  Help

Note: To resolve

an error message
you need to verify
that all required

fields are entered.

If not, you need to
complete these
fields to move
forward.

48
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Warning Messages

You receive a warning message when HRMS detects a
possible error.
= Verify that everything has been entered correctly, press Enter

and continue with your work. Please note, you may have to
press enter repeatedly to clear an error message.

= The warning message is indicated by a yellow circle with an
exclamation point that appears in a pop-up box and on the

status bar.

Record vald from 09/01/2008 to 12/31/9999 /N Record valid from 09/01/2008 to 12/31/9999 delimited at end

& delimited at end

=

v oK j @  Hebp

L=

State of Washington
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Information Messages

HRMS displays an information message
verifying a task is complete.

* |nformation messages are meant to inform and do not
require any further action other than to acknowledge the
message prior to saving.

= The information message is indicated by this € icon
In a pop-up box and by the Enter button in the status bar.

I Infarmation

O

14 Ik Help

S ave pour entries

Save your enfries
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ZAlert System Messages

= Messages are sent by the
Department of Enterprise
Services and will appear when
logged into the system or when
first logging in.

= Messages will vary and may
contain information regarding
payroll processing and pick-up.

= ZAlerts will last up to 2 hours
after being displayed. Once the
message has expired you will
no longer see the message.

State of Washington

IE?EﬂEEﬂ?HEEEEg&E x|

Author
Express message text

TIDALSAP

***** Attention Payroll and HR O0ffices ***+*

Nightly Payroll Processing for DAY1 has been completed
Please Review wour Payroll Results and Errors for accuracy.
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Review

1. Match the picture with the correct HRMS system

message.
1. Error Message a. @
2. Warning Message b. o
3. Information Message C. @

2. What are the two methods of accessing an
infotype?

Method # 1 - Click the box left of the desired infotype text
Method # 2 - Use Direct selection by typing in the specific
infotype name
or number

State of Washington



On-line Quick Reference
(OLQR)
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On-line Quick Reference (OLQR)

Contact DOF | About Us

The OLQR is U [ —

Topic Index A-Z | Forms | Publications | Calendar
ad e u p Of Department of Personnel

m Strategic HR | Compensation & Job Classes m Diversit | Payroll | N ore DOP Services
t h eS e ar ea-S n Home = Payroll = Human Resource Management Systermn = On-Line e - Erint Friendly

Payroll - HRMS On-Line Quick Reference

 Functional Areas

HRMS Support The On-Line Quick Reference (OLQR) contains
instructional materials to help you perform day-to-da Related Documents
and ROIeS Payroll Calendars & Schedules p you id i
o tasks in the Human Resource Management System HRMS Upgrade Impacts
Training (HRMS)
. On-Line Quick Reference 3
* ‘JOb AIdS I I It is organized by functional areas and roles, job aids, Contact Us

HRMS reports, user procedures, course manuals, and 360-664-6400 ar E-Mail

« HRMS Reports —

» Functional Areas and Roles
e Job Aids

 User Procedures « HRMS Reports

e User Procedures

i Course Manuals + Course Manuals

Glossary

* Glossary

State of Washington
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http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

55
Locating User Procedures

* View the list of procedures by choosing a letter of the
alphabet (horizontal dotted green line) or scroll down the list
of procedure names (vertical solid brown line)

(L T ARl RNV Topic Index A-Z | Forms | Publications | Calendar
Washington State
Hn Department of Personnel | |®
(2 (X e 0 S

Home = Payroll »* Hurnan Rescurce Management Systern = On-Line Quidk Reference > Print Friendly

User Procedures —
Payroll - HRMS
CEEND [0--roccone: |

HRMS Support The User Procedure page contains instructional Cot
Payroll Calendars & Schedules materials that describe how end users should perform g
Training basic tasks in the Human Resource Management 360-664-6400 or E-Mail

On-Line Quick Reference 3 System (HRMS).

Personnel/Payroll Association .
v These User Procedures define the steps performed under normal user scenarios and

under system error SCENarios.

Below is the User Procedures A-Z. Click a letter to view a topic and navigate the page
to get to the appropriate procedure.

User Procedures Transaction Code  Date
(Ward) (pdf)

A

Addresses PA30 Q711706
Addresses - Display Only Information PA20 1110105
Appointment Change Action - Transfer PA40 08/21/06

Appointment Change Action After In-Training 04/20/06

State of Washington
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Accessing the User Procedures

= To view a selected procedure, choose a format by choosing

a column:

User Procedures allows
you to open and/or saveX
the procedure (modify)

or

The Transaction Code
column opens the
document in .pdf format
(cannot modify) in your
internet browser window

* Currently saving documents
is experiencing problems

State of Washington

HREMS Support

Payroll Calendars & Schedules
Training

On-Line Quick Reference 4

Personnel/Payroll Association

Washington State |
Departmeant of Personnga

eyl dolo WLV AVER  Topic Index A-Z | Forms | Publications | Calendar
@

> Human Res ement Systern > On-Line Quick Refer Print Friendly
Us— Fr: :Ed =

User Procedures

urce his

The User Procedure page contains instructional e
materials that describe how end users should perform e
basic tasks in the Human Resource Management 360-664-6400 or E-Mail

System (HRMS).

These User Procedures define the steps performed under normal user scenarios and
under system errar scenarios.

Below is the User Procedures A-Z. Click a letter to view a topic and navigate the page

to get to the appropriate procedure.

User Procedures Transaction Code ] Date
(Yo, (-

A

Addresses FA30 Q7M7TI06
Addresses - Display Only Infarmation PAZ0 11/01/05
Appointment Change Action - Transfer EA40 08/21/06
Appointment Change Action After In-Training| PA40 04/20/06

.pdf stands for Portable Document Format (Adobe)
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Reports in HRMS

HRMS reports are available across functional areas
to allow you to:

= Access reports and data that relate to business tasks
performed within your role.

» Process information quickly to support decision making.
» Take a snapshot of data for your agency or sub-agency.

= Data displayed in reports are filtered to be unique to
each agency or sub-agency.

State of Washington
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Reports in HRMS
There are three basic types of reports:

Standard reports (begin with an S)

» Included with the SAP software and meet Washington State’s
general business needs. (Standard reports are also referred to as
“SAP Standard” reports in HRMS materials.)

Customized reports (begin with ZHR)

= Created by the HRMS Project Team specifically for Washington
State’s business needs.

Business Intelligence (Bl) reports
» Provides end users the ability to develop ad-hoc queries.

= BW reports will be discussed in the “Business Intelligence” course.

State of Washington
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Accessing / Viewing Reports

Your role determines which reports |=

benu Edit Favortes Extras System  Hel
you can access and the data that — == dE 2l Help

displays within the report. @ d caea
SAP Easy Access
1. From the SAP Easy Access
. e & |2 | v||a
screen, type the transaction L 2
code in the Command field. [ (] Favorites "';':.-_,,
(e.g. ZHR_RPTTMO084 — = €3 SAP menu ____.
Attendance System Change b O 0Office
Report ) (3 Cross-Application Components &
P ' (] Logistics
: [ [J Accounting
2. Click & (Enter) to start > (3 Hurman Resourees
transaction. I (3 Information Systems
[ (3 Tools

State of Washington



Accessing / Viewing Reports

Prograrn  Edit Goto  System  Help
(V) aldHICe@  EHE S0 o0 BE @

Attendance System Change Report

3. Select the criteria for your
y Selections from 5 Search helps o ) GLUEND |

report.

O Today O Current month O Current year
O Up to today OFrom taday

= Period (time frame) o0 s | :

[=]

Selection

= Selection (personnel

Ernployiment status

number, personnel area, | e

Personnel subarea

etC .) Ernployee group
Emnployee subgroup

Business area

ro I I I I I I

" Quota Selectlon il arez

(additional selection area) | :

Deduction period 01/01/1800 To 12/31/9399

4. Once selected, click @ R |
(Execute) to execute the
report.

EEs wigta used anly

EEs wigta accrued only

Data format
Layout

Additional Data

Field Selections

State of Washington




Create/Save a Variant
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Saving a Variant

1. To save the report with your selected criteria, on the Menu Bar click
Goto - Variants - Save as Variant

=
‘ Program Edit Goto System  Help
‘ & Variants N Get... Shift+F5 M
- Display... T
Action Repa Piay
Selection Screen Help Shift+FE Delete... ||
B [ =] E Sl F3 Save As Yariant... Ctrl+3

l
Note: You can also use [Ctrl + S] or click
(Save) to save a variant.

State of Washington



Saving a Variant

2. Complete the
Variant Name
and Meaning
flelds

3. Click & (Enter)
to validate the
data

4. Click [ (Save) to
save the data

You will return to the
report page

||:D

Wariant Edit Goto  Enwironment  Systern Help

3 dH I @ae S HE 0408 HE @0

Variant Attributes

|§° Copy Screen Assignment |

Yariant Marme 1110 DOP MewEE
Meaning Mew Hire EES

Scrn Assignm.

] Cnly for Background Processing

Created |Selection Scrns
1000

{v] Protect “Wariant

Ll Cnly Display in Catalog
System YWariant (Automatic Transport)

B ]

Ohjects for selection screen

[]

Selection Sn:rns|Fie|d name

| Type|Protect fielo| Hide field Hide field 'BIS'|Save field without

1,000 Data Selection Period
1,000 Data Selection Period: Start

'ﬁ Yariant 1110 DOFP MEWEE saved

The variant was saved.
Note the message in the status batr.

State of Washington

P O O O
P O O O
Tip:

Clicking the Protect
Variant box will help
ensure that no one will
save over your variant.
This is optional.
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Retrieve a Variant
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Retrieve a Variant

1. To retrieve a variant from the report screen click Goto =
Variants - Get

=4
‘ Brogram Edit Goto System Help
| & Wariants b Get Shift+F5
: Display... |
Action Repa Pay
Selection Screen Help Shift+F5 Delete. .. |
| S )= E Biack F3 Save As Vanant. . Crl+3

Note: You can also click Shift + F5 or click [ (Get Variant)
button to retrieve a variant.

State of Washington



Retrieve a Variant

III:'Find Yariant

. Yariant =
2. Click @ (Execute) to —— B
search for the variants Created by PATTYP E
Changed by =
O you created. Original language B
r =4
> D) %]
2. Remove your user name
from the Created by field to
. (= ABAP: Variant Directory of Program AQZY7HR_PA======7HR_RPTP...
see all variants created.
L E G E =Y
3. A pop-up box providing a Variant catalog for program AQZZZHR_PA======7HR_RPTPA4§7==
list of variants appears. Variant name |Shart description ]
. : 0000 ACTN RPT  |HUG Action Report A =]
Double-click on the variant 085 HIRE TERM 085 Hire Term A =]
1000ATGACTION | Action Report A
repQrt that yOl_'I want to 1000ATGSEP Separation A
retrieve. Or click once on 1000TRACY Action Report A
. . 1070 GMaP Action Report for Patti GWAR A,
the variant name, then click | |1o7onew stare  new hires, etc. AL
7 _ 15T 1/2 7-06 Action Report AR
(Choose) to bring your Gl o)
selection into the report S

screen.

State of Washington
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Retrieve a Variant

3. The variant (with the saved selection criteria) will display within the
report fields, click & (Execute) to generate the report.

=g
| Frogram Edit Gaoto  Systerm  Help
& D dH @@ DHE SThan BE @M

. . |
Prior to clicking & (Execute)  action Report
you can add additional selection [2lSiBl=l cusueue o s o

criteria If needed (such as an S e [l
Effective Date of Action [date —
range]) . Personnel Murmber E
Employment Status =
. . . . . I F'eriur:{nel area 1110 ?
* Adding selection criteria Will T Fersamercusares E
Employee grou =
not_change_the save_d. e 5
variant settings. This is for —
a one-time selection. Efectye Sel o pcir - CH— I
ction Type a &
« To keep the additional Output format
criteria selections, resave © 548 LintViawer
the variant.

State of Washington



Retrieve a Variant

» The requested report is generated based on the selection criteria
outlined in the variant.

= At this time you would verify the report information and utilize the

69

report as desired.

‘ =

List Edit Goto “iews Settings System  Help

JH @@ BERE S0L0 BE @

C

Action Report

Action Report

Personnel Area ‘|Personnel SubarealDu..|  Position|Job Effective D... |[End Date  |Act. |

Cept of Persan... \WWhkis 8995555958 WS BAMD 2 03/0%/2008 |12731/9999  |LIS
WS 34 71000076 WS BAMD 3 09/16/2008 (12731/9999 (LIS
Mon Represented |52 70081820 EMPSAST PR EX SU 03/01/2008 | 12431/9999 |1
MNon Represented |54 70081798 HUMAN RESOURCE CONSULTANT 3 10/01/2008 | 12731/9999 |13
Mon Represented |34 71001239 HUMAN RESOURCE COMSULTANMT 4 08/01/2008 |12/31/9999 UG
Wil 34 FO084254 WS BAMD 2 09416/2008 |12031/9999  |LI3
MNon Represented |34 70081803 CUST 3v5 MGRE 4 02/23/2008 |12731/9999  |L5
WS 34 70084260 WS BAND 2 09/2272008 |12/31/9993 LA
MNon Represented |54 70081825 HUMAN RESOURCE CONSULTANT 1 09/21/2008 | 12731/9999 |

State of Washington



HRMS Activity

Access, Display Report Data
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Helpful Hints
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Display transaction codes in HRMS Menu

1. Onthe SAP Easy Access
screen, from the Menu barr,

select Extras then Settings =S .DD Set start transaction

2. A pop-up box will appear,
click the Display technical
names checkbox

3. Click the . (Enter) button
In bottom left corner of
screen

State of Washington

=

Menu  Edit Favorites Extras  Systern Help

(3] Display

SAP Easy Acces

Technical details

ttings

docurmentation Shift+F& |
Shit+F11 [
Shift+FS  —

Shift-+F7 I

I@Settmgs

] Do not digplay menu, only
[1Do not display picture

I [«] Display technical names I

v][%]E]E]x]

This is used to specify settings

display favaorites

|

=
| kenu Edit Favorites Extras  System  Help
@

72

QH e L

SAP Easy Access

RN | |

(1 Favorites
= & SAP menu
I [(J Office
b (3 Cross-Application Components
I (7 Logistics
I (J Accounting
~ 2] Human Resources
% PPMDT - Manager's Deskiop
= &Y Personnel Management
= 3 Administration

PA30 - Maintain




Displaying Infotype Number

=
tenu  Edit Fawvorites Extras  System  Help

1. From the Menu bar select |@ o oo e Bo8o D8 o0
SAP Easy Access

. User Profile *  Hold Data L
Systems 9 User PrOflle 9 IEI |:||:| DI: Senices *| SetData I
- - Utilities +|  Delete Data
Own Data L Siaerte: PO
b [J Office Services for Object Expand Favorites

b (3 Cross-Application Compg My Objects

2. Select the Parameters tab and b 03 Logstcs

I (3 Accounting Own Jobs
P [ Human Resources N

from the Parameter ID column b 3 information Systems | Shor Message

P (3 Tools Status...

locate or input the entry:
H R_D I S P_I N FTY_N U M Address ( Defaults JEREIEES

3. Inthe Parameter Value .
Farameter ID Parameter value IShon Description |ﬁ|
COI u m n e nter an X FRIWDFLANG EN RWD Context Sensitive Help User Reference LanguE|
_IHNDEZCH HELP SERVER RWD Context Sensitive Help PID [-]
_HR_DISP_INFTY_NUM X HR: Display Infotype Number:
1 ] S ) t S | moc 10 Persannel Country Grouping
4 - CI IC k ( a'V e O ave OM_OBJM_NO_LAST_SEAR ¥ Okt Do Mot Restore Last Ohject Manager Search

‘IIE' ‘II?

Infotype  Edit Goto Extras  Systern Infotype  Edit Goto  Extras  System

‘ﬁ' @« vs.‘ & ml
Display Actions Display Actions{(0000)]

Without Infotype Number With Infotype Number

State of Washington



Maintain Text in Infotypes

Allows you to create informational notes on infotypes.

The text can be edited and deleted by any user who has create/change
access to the infotype.

You can only have one message on an infotype, however you may add
several comments to that message.

Not all infotypes allow text to be entered.

Below is a partial list of infotypes that allow text:

= Org Assignment (0001) » Planned Working Time (0007)

= Basic Pay (0008) Contract Elements (0016)

= Recurring Payments & Deductions (0014) Additional Payments (0015)

= Withholding Info (0210)

Additional Info (0234)

= Health Plans (0167) Savings Plans (0169)

= Miscellaneous Plans (0377) General Benefits (0171)

» Date Specifications (0041)

State of Washington



Maintain Text in Infotypes (con’t)

1. Enter the Transaction =
Code PA30 Menu Edit Favorites Extras  System

in the command field € pa0 af §

2. Click & (Enter) SAP Easy Access

3. Enter the employee’s
Personnel no.

HE mmaster data  Edit Goto  Extras  Utilities  Settings  Systern Help

| & 100 CAQ CHE Dnoan HE QB

Maintain HR Master Data

4. Select Planned Working  oEllcw@im 2

. . = N a0m00186 |
Time (0007) on the Time [t wes o
~ | Persarea |2350 Dept of Labor & Industries EEGroup 0| Permanent

ReCO rd I n g tab PSubarea |DOHA | WFSE Agencywide EESubgroup 05 |H-OT Elig=d0hrsfwk  Status — Active

¥ Time Recording T LR LR anE

Basic Personal Data ll Payroll | Benefit

5. Click & (Ch t
- IC ( an g e) O Ig Infotype text = Petiod
C h an g e .th e reCO rd lanned Waorking Time: L E @ Period
_Absences From To
_Absence Quotas O Taday O Currweek
| |[Attendances CAll O Current month
_Attendance Quotas C3From curr. date O Last week
| |Quota Corrections (O 7To Current Date O Last month
_SUDStitUtiDnS O Curren t Period O Curren t Year
| |Time Quota Compensation [=] |vg Eheoes |
Crvertime [=]

Direct selection
Infotype STy

State of Washington




Maintain Text in Infotypes (con’t) 76

=
| Infatype JEdit Goto Extras  System  He
0. From the Menu bar, |@ Create F5 Ea CMEE o600
click Edit and then Changd ke (0007)
. . Cno Shift+F9
Maintain text EEE B
E Lock/Unlock Shift+F12
Enter noteworthy text  [|red i S tE e fomi e
8- CIICk (Save) to Save ‘@Iahle Edit Goto Utilities Systern Help
your entry @ 2 1B eae
Text
9. Once saved, the
(maintain text) icon will
T
beplacedonthe L felE] ol ||ﬂ|_| |
|nfotype n 2/4/2009 Welcome to HRMS Basicsl| I
=
Infatype Edit Goto  Extras  System Help
& 1 A3 @E@ SRR Do EE @
Change Planned Working Time (0007)
DI:I|E Wiork schedule |
E Personnel Mo. 40000186 marne ACKERSOM SUE
EI Fers&rea (2350 Dept of Labar & Industries EEGroup |0 | Permanent

'| PSubarea |BOHA | WFSE Agencywide EESubgroup 05 H-OT Elig=40hrsils  Status  Active
Start [ZIEIEI“HEEIEIETD 12/31/9388|  Chg. 0E6/23/2006 | TRANSKW 4

State of Washington



HRMS Activity

Maintain Text in Infotypes
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HRMS Customization
HRMS can be customized to fit the
user’s business needs.

The Local Layout button & is
located on the Standard Toolbar.

= Customize your screen layout by
customizing the appearance of
HRMS. (agency policy dictates)

» Print a screenshot of what is currently
displayed.

= Change how system messages are
displayed.

= Activate the ‘Quick Cut and Paste’
option.

State of Washington
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79
Local Layout Menu Options

1. Selecting New Visual Design customizes the appearance of HRMS:
= Color scheme
= Font Size
= Sound
2. Selecting Options changes the display of system messages:
= Select the Options tab (Scroll to the left using the [«1[»}, (scroll bar))
* |nthe Messages area, choose as desired

" Click OK
3. Select Hardcopy to make a screen print Set Color ta System..

Clipboard v
Generate Graphic

Create Shortcut. .

Activate GuixT

=cript Development Toals. ..
oAP GLUI Seripting Help

Default Size
I_ﬂard Copy

Cluick Cut and Paste

spell Checker

SAP GU] Help
Ahbout...

State of Washington



Favorites Menu - Click & Drag

Menu Edit Favorites Extras  System  Help

1) Select the desired transaction or

&

B

JH Cae  SHE

SAP Easy Access

Infotype you want to add

2) Click and drag the selection to
the Favorites folder

Note: When using the click and drag
method, the menu path will not display in
the Favorites — only the transaction code
and name.

[=
Menu Edit Favorites Extras System  Help

] o A EH | €& &

=] [7][~]

I (J Favorites
= &1 SAP menu
[ [J Office

I (7 Cross-Application Components

[ (] Logistics

I [J Accounting
= = Human Resaurces
2 PPMDT - Manager's Desktop
= & Personnel Management
= 3 Administration
= 23 HR Master Data

SAP Easy Access

ol =] [~]l=]

= = Favorites
[@ CUSTOMER SUPPORT
Maintain

Personnel Actions <
Display
Payroll Threshold Report

State of Washington

- Maintain

- Display

- Personnel File

- Fast Entry

- Fast entry. Actions
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Favorites Menu - Add to Favorites

=
_ _ Menu Edit Favarites Extras System  Help
1) Select the desired transaction & 2 A E a0 Mk
2) Click on the & (Add to ][]
Favorites) button b (3 Favortes
= o] SAP rmenu
|EMEHU Edit Favorites Extras System Help E SS:’TIIIESE Anplication Components
& 2 0H Ce6 BDRR Boos > 3 Logitics "
SAP Easy Access [ (3 Accounting
= ~ {J1 Hurmnan Resaurces
[=i=] 2 PPMDT - Manager's Desktop
=~ 3 Favorites =~ 13 Personnel Management
CUSTOMER SUPPORT = o Administration
EZ}r:?r::sTt:EE:D-lf EFEipf:ﬂI-;Ster Data -» Personnel Actions v 9 HRMEIStEI’DEItEI ---------------------

Personnel Management -» Administration -» HR Master Data -» Maintain AR R S R R R o T Rttt
Personnel Management -= Administration -» HR Master Data -> Display ) PA30 - Maintain

£ PAZD - Display

2 PA10 - Personnel File

) PATO - Fast Entry

) PA42Z - Fast entry. Actions

State of Washington
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Favorites Menu - Organize

=4
TO add SUb'fOIderS: enu Edit  Favorites Extras  Systern Help

& al A H Qe
SAP Easy Access
[8[=] &| || @] |v| |~

» Right-click on the Favorites folder
and select Insert folder.

= Create a folder name and click

. I i_J Favarites:
(Continue (Enter)). v 2 5ap meENEE [

O OMice  Delete all favorites
P (3 Cross
: : : I (3 Logis _
= Right-click on the Favorites folder b [JAccoi Insert transaction
[
[+
[+

=

To add Transaction codes:

Insert folder

and select Insert transaction. 33 Humg _ Add other objects
(J Information Systems

» Enter the transaction code and (3 Tools

click # (Continue (Enter)).
To add Websites:

= Right-click on the Favorites folder
and select Insert transaction.

Hwn Click Add other objects and select
" website.




Log Off Procedures

There are three different ways to log off HRMS.

83

Procedure View Description

Click the X » On the top right corner of the window, click the X

button button.

Use the Log off From the Menu bar, select System. Scroll down

Menu bar and select Log off. The Menu bar will be
demonstrated later.

Use the From the SAP Easy Access screen, click the Exit

Exit button @ button on the Standard Toolbar. The Standard
Toolbar will be discussed later.

State of Washington
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Resources

» The following resources are available for your use:

= DES Service Center— (360) 664-6400
= ServiceCenter@dop.wa.gov

= DES Solutions Center (360) 407.9100
= Soltuionscenter@des.wa.gov

* The On-Line Quick Reference
= http://www.hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/defaul

t.aspx

State of Washington
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mailto:ServiceCenter@dop.wa.gov
mailto:Soltuionscenter@des.wa.gov
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/Pages/default.aspx

HRMS Resources Website

HREMS Support »

Payroll Calendars & Schedules -
HRMS-Related Training .
On-Line Quick Reference

Year End *

State of Washington

Contaci TopicIndex A-Z Forms Repors & Publications Calendar
H Washington State
Human Resources |:|®
n Workforce Data & Planning | Compensation & Job Classes mm Payroll | Employee Assistance (EAP)
Home > Payroll > Human Resource b went System > HRMS Support > Resources Print Friendly

Payroll - HRMS
CEETE ...

This page provides links to documents on a variety of HRMS subjects.

Infotypes Index - A list of infotypes and descriptions. Eontecies
Organizational Management Infotype Index- A list of infotype names and 360-664-6400 or E-Mail

numbers.*

Absence Types Index - Updated 09/28/11

A list of codes to enter absences in CATS.

Wage Type Index - Updated 02/26/14 A list of code and account descriptions
for entering time and attendance. You'll find a legend in the spreadsheet that
describes the information you'll find on the seven worksheets.

HEMS Work Schedules - Updated 01/01/14 A list of all available Work
Schedules within HRMS.

Overpayment Recovery Wage Types - A list of wage types for recovery of
overpayments.

Statewide Variant List - Updated 09/28/11

DOP created statewide variants to help users save time and get consistent
results when running reports. Specific information has been defined and
saved so the same types of data will display each time the variant is used to
run a report. Browse this list of all state wide variants, which begin with
"SWW" prefix in HRMS. - A list of wage types for recovery of overpayments.

Effective Dating Infotypes - A color-coded table for effective dating various
infotypes upon employee separation or appointment change.

- Year-To-Date (YTD) Updates - Use this spreadsheet to report and track

manual year-to-date adjustments for state and federal reporting.

Payroll Processing Days 1 - 4 - A checklist of suggested activities during
HRMS payroll processing days. - A list of codes to enter absences in CATS.
HRMS Leave Accrual and Processing - Information on how leave is
processed in HRMS, when leave accrues, and when it appears on the
employee Eamnings & Deduction Statement.

HEMS Accrual Gerneration (time evaluation) — Procedure to identify and
correct Time Evaluation errors after the payroll process.

Bl (Business Intelligence) Data Crosswalks - Reference materials for the BI
reporting application, including crosswalks by InfoProvider that show data
fields mapped to source application (object description, technical name,
source system/infotype, etc.)
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Question and Answer
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